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Introduction %’
1. Reasoﬁ for Meeting - what has accured since we met-; present ~— _

situation; and future plans. }/
2 /V

2, This meeting place available through | | sé-k—r

STAT

Changes in Personnel

1.
2.
3.
ll‘o
5.
6'
70
8.

Results of Forme Improvement Work Shop
| | STAT

1. Statistica on Forms Improved and Eliminated. , xSl

2. Persons completing prograw and certificates. WJLZZMKML/ X )
3. Significant accompllishments of| | STAT
4, Forms Production - March 1962.

Future Forms Program ’

1. Greater Decentrallzation

2., Need for more tralned ewployees

3« Need for improvement in procedures

L, Arrangement with GSA for Workshops

5. Records Officers determine need and make arrangements
with R, A, O.

Results of Records Center Workshops

STAT

1. Nuwber attending
2, Number visiting Center
3. Additional on request

Utilization of Surplus Filing Equipment
— STAT

1. Bafes and other types of Correspondence Cebinets.
2. 8Shelf Filing Equipment.
3« Use this for vaulits snd secure areas.

The Forms Catalog STAT

l. Present arrangement
2. Agreement with Supply Division
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VIII.

1
§ 3. "Puk¥ing Teeth® rds Disposition
' Open Discussifn ZEPs (Ezi A

.-
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The

1.
2.
3.

Vital Records Workshop
I | STAT

Purpose
Dates ~ DDI - 14 May; DDP - 16 May; DDS - 18 May
Quota for each component.

Records Management Training

1.

2.

3.

Completed GSA Workshop - Since Sept. - 9

STAT

Schedule to attend GSA Workshops ~ 6

Records Mgt. Seminar 8 Days - June 4 - 13

Source Data Automation - 5 Days - May 14 - 18 and June 18 - 23
Forms Analysis - 10 Days - May 7 - 18 and June 11 - 22
Records Management Institute - American Unilversity and GSA.

Future Records Disposition Policies -| | STAT

1.
2.

Handbook - Guides - Preparation of Records Control Schedules.
Handbook: - Guide - Transfer of Recorde to the Center.

Approved For Release 2005/08/03 : CIA-RDP70-00211R000500040132-5



. STAT STAT
Approved For Release 2005/08/03 : CIA-RDP7 (00 f=MRe0eSeuoms po— ——

‘7%/2%
7Yy PrTy ey
o2

The attached 3 x 5 cards contain dsta

2L

. . ARO
STAT given by |at a8 Meeting, 18 April
held in 1B-TU, Headquarters.
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